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 I.  OVERVIEW OF THE TRIBAL ANNUAL REPORT

On an annual basis, Tribal Lead Agencies of the Child Care and Development Fund (CCDF) are required to submit aggregate information on services provided.  The Tribal CCDF Annual Report consists of two parts:  

· The ACF-700 Form collects data on all children and families receiving direct CCDF-funded child care services.  Section II of this Guide shows the form.  Section III contains information about the data elements, both in terms of reporting tips and detailed descriptions of the rules that apply to each element.  

· The Supplemental Narrative describes general child care activities and actions in the Lead Agency’s reservation or Tribal service area.  Section IV of this Guide describes the requirements for the Supplemental Narrative.

Reports cover the twelve-month federal fiscal year period of October 1 through September 30.  Please report only services that occurred within this reporting period. 

Example 1: The Tribal Lead Agency provided child care services to a child during December.  Because services were provided during the reporting period (October 1 through September 30), the child receiving services should be included in this year's report.

Example 2: The Tribal Lead Agency provided child care services to a child starting in October of the current year.  Because services were not provided during the reporting period (October 1 of the prior year through September 30 of this year), the child receiving services should not be reported in this year's report. 

 The CCDF Annual Report (for the reporting period October 1 through September 30) is due by December 31.  Section V of this Guide gives submission information for both the ACF-700 form and the Supplemental Narrative.
We hope this Guide will be helpful to you as you complete your Annual Report.  For updates to this Guide or questions about reporting, please contact the Child Care Automation Resource Center toll-free at 877-249-9117 or visit the Tribal Reporting page in the “Grantee Reporting” section of the Child Care Bureau’s web site at http://www.acf.hhs.gov/programs/ccb/.  For policy questions, contact your Regional Office (see p. 37).

II. ACF-700 FORM

[image: image3.jpg]CHILD CARE AND DEVELOPMENT FUND ANNUAL REPORT OMB Approval Number: (980-0241
ON SERVICES PROVIDED FROM OCTOBER 1, 20 THROUGH SEPTEMBER 30, 20 Expires: 11/30/04
COMPLETE NAME OF TRIBAL LEAD AGENCY: CATEGORY/TYPE OF CHILD CARE

CARE PROVIDED BY CARE PROVIDED BY CCDF PROVIDER--
ADDRESS: A CCDF PROVIDER--NO LICENSE CATEGORY AVAILABLE LICENSED OR REGULATED
INA INA

CHILD'S HOME BY A FAMILY HOME BY A |  GROUP HOME BY A
CONTACT PERSON/PHONE/E-MAIL: @ Gl © G [0} o) Q] 0]
TOTAL Relative Child's Home

Non-Relative | Relative | Non-Relative | Relative  |Non-Relative|  Center Family Home| Group Home | Center

1. Numnber of families receiving child care services

2.a. Average number of children served per manth

2b. Total number of children receiving child care services

3. Age breakdown of children receiving child care services:
a.0upto 1 year
b. 1 year upto 2 years
c.2years upto 3 years
d.3years upto 4 years
e.4years upto & years
f. 5 years up to B years
g.6years up to 13 years
.0 up to 13 years(sum of rows 3a thru 3g)
i. 13- and older

4. Number of children receiving child care services hecause
a. Parent is (or parents are) working a
b Parent is (ar parents are) in training or education program (b
c. Child is receiving or in need of protective services c

5. Average number of hours of chid care service pravided
\per child per month

6. Average monthly amount paid for child care service per child

a. Average monthly CCDF subsidy
b. Average monthly parent capayment b

7. Nurmber of children receiving child care services from families
with income:
a. at or below the poverty threhald for families of the same size  [a
bb. above the poverty threshald but at o below 150 percent of the
paverty threshold for families of the same size

. above 150 percent of the poverty threshold but at or below 200
percent of the paverty threshold far families of the same size  [c
d. above 200 percent of the poverty threshald for families of the
same size

Comments:

Public reparting burden for this collection is estimated to average 35 hours per response, including the time far reviewing instructions, gathering and maintaining the data needed, and reviewing the collection of information
An agency may not conduct or spansar, and a person is not required to respond to, a collection of infarmation unless it displays a currently valid OMB contral nurmber.
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III.  DATA ELEMENT INFORMATION

In this section we view the ACF-700 data elements from two perspectives. First we give a general overview of the information required for the ACF-700 Annual Report and some tips on how to be successful in your submission.  The tips are designed to help you avoid some of the common mistakes that have been made in previous years.  Second, we give the detailed definitions and rules on an element-by-element basis. This second section is a reference to use when you have a question about how to report an individual data ele ment. 

III.1  ACF-700 Reporting Tips

Figure 1

ACF-700 Reporting Tips

[image: image7.png]CIS




III.1.1  Tip # 1: Leave no blanks

The most common error in the ACF-700 is that fields (or blocks) where data are required are left blank.  ACF DOES NOT ALLOW BLANKS ANYWHERE on the form.  ACF wants to know exactly why there is no information for an item (or block). Here is what you should do instead of leaving an item blank:

· If you did not serve any children or families in any given category, such as an age group or a type of care, record the number zero (“0”) in the field.

· Example: No parents selected in-home care during this report period. The
Tribal Lead Agency shows "0" in Columns (B), (C) and (I).

· If the information is not available yet, put a dash (“-”) in the field.  When you use the dash, you must provide a footnote in the Comments field at the end of the report explaining when the missing data will be submitted.  If you are using the Internet form, you can enter your explanation in the comment section.  If you are submitting on paper, attach a second piece of paper with your explanation.

· Example: At the time the report must be submitted data are not available
for every age group on line 3. The Tribal Lead Agency has data showing 
the number of children served who are over or under age 13. The Tribal Lead
Agency completes lines 3a through 3g with "-"; lines 3h and 3i show the data that are available. The Tribal Lead Agency submits the data for lines 3a through 3g when they become available.

· If the data requested does not apply, put “NA” in the field.  Be careful in using “NA” because its use is restricted to only a few elements, as illustrated in Table 1.

· Example: A Tribe limits eligibility to families up to the poverty level.
Show "NA" on lines 7b, 7c, and 7d.

If you submit your ACF-700 data over the Internet usi ng the Child Care Bureau’s ACF-700 automated data form, any blank you leave will be highlighted in red.   If you enter “NA” for a data element where “NA” is not permitted, you will get an error message.

Table 1:  Permissible Use of “NA” on the ACF-700 Annual Report

	Element/Columns Where “NA” is Permitted
	Circumstances Where “NA” is Permitted

	Element 2b - Total Number Of Children Receiving Child Care Services, Columns F, G, K 
	When a Tribe does not have a separate “group home” category

	Element 2b - Total Number Of Children Receiving Child Care Services, Columns B-L 
	When a Tribe is not required to operate a certificate program and when specific types of care are not operated by the Tribe

	Element 3, Rows a-i - Age Breakdown of Children Receiving Services, Total by Age Category/Types of Care, Columns F, G, K 
	When a Tribe does not have a separate “group home” category

	Element 3, Rows a-i - Age Breakdown of Children Receiving Services, Total by Age Category/Types of Care, Columns B-L
	When a Tribe is not required to operate a certificate program and when specific types of care are not operated by the Tribe

	Element 3i - Age Breakdown of Children Receiving Services, 13 and older, Columns A-L
	When a Tribe does not serve children older than 13 years

	Element 4 - Number of Children Receiving Child Care Services Because, Total by Reason, Rows a-c, Column A  


	When, for example, the Tribe does not use CCDF for children in protective services.  Therefore, you would enter “NA” for the number of children receiving or in need of protective services 

	Element 5 - Average Number of Hours Child Care Service is Provided Per Child Per Month by Type of Care, Columns F, G, K. 
	When a Tribe does not have a separate “group home” category

	Element 6a - Average Monthly CCDF Subsidy, Total and by Type of Care, Columns A-L 
	When a Tribe is not required to operate a certificate program and when specific types of care are not operated by the Tribe

	Element 6b - Average Monthly Parent Co-payment, Total and by Type of Care, Columns A-L 
	When a Tribe is not required to operate a certificate program and when specific types of care are not operated by the Tribe

	Element 7 - Number of Children Receiving Services from Families with Income by Poverty Level, Rows a-d, Column A 
	When a Tribe does not serve children from families above a certain income level


III.1.2  Tip #2:  Be careful about WHO you count: Child Counts versus Family Counts  

It is easy to be confused about whether the data element is referring to families or children because several data elements refer to family characteristics but require counts of children.  In fact, only one data element is a count of families, and that is Element 1, Number of Families Receiving Child Care Services.   All other data elements count children.

· Even if you collect information regarding the reason for receiving services at the family level, remember that Element 4, Number of Children Receiving Child Care Services Because is a count of children.  If a family has two children and is receiving services because the parents are in training or educational programs, then that family will contribute 2 to the overall number reported in that category.
· Even if you assign co-payments on a per family basis, remember to divide the family amount by the number of children when you calculate Element 6b. Average Monthly Parent Co-payment (per child).
· Even if a data element references families at various thresholds of poverty, such as Element 7, Number of Children Receiving Services from Families in Income, remember to count each child in the family who received child care services during the year.

III.1.3  Tip # 3:  Watch out for HOW the data are to be reported:  Counts or Monthly Averages

There are two types of data elements in the ACF-700 Report: counts and monthly averages. Although most elements ask for counts of children, which are highlighted in solid in Figure 2 below, several ask for monthly average values.  These monthly average data elements listed below are highlighted in stripes in Figure 2.
· Element 2a, Average Number of Children Served Per Month, Column (A)
· Element 5, Average Number of Hours Child Care Service is Provided Per Child Per Month Total and by Type of Care, Columns (A-L)
· Element 6a, Average Monthly CCDF Subsidy, Total and by Type of Care, Columns (A‑L)
· Element 6b, Average Monthly Parent Co-payment, Total and by Type of Care, Columns (A-L)

Figure 2:  Count versus Monthly Averages in the ACF-700 Report
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OMB Approval Number: 0980-0241

ON SERVICES PROVIDED FROM OCTOBER 1, 2001 THROUGH SEPTEMBER 30, 2002

Expires: 11/30/04

COMPLETE NAME OF TRIBAL LEAD AGENCY:

CATEGORY/TYPE OF CHILD CARE

 

CARE PROVIDED BY

CARE PROVIDED BY CCDF PROVIDER--

ADDRESS:

A CCDF PROVIDER--NO LICENSE CATEGORY AVAILABLE

LICENSED OR REGULATED

IN A

IN A

CHILD'S HOME BY A

FAMILY HOME BY A

GROUP HOME BY A

CONTACT PERSON/PHONE/E-MAIL:

(A)

(B)

(C)

(D)

(E)

(F)

(G)

(H)

(I)

(J)

(K)

(L)

TOTAL

Relative

Non-Relative

Relative

Non-

Relative

Relative

Non-

Relative

Center

Child's 

Home

Family 

Home

Group Home

Center

1. Number of families receiving child care services

2 a.  Average number of children served per month 

2 b.  Total number of children receiving child care services

3. Age breakdown of children receiving child care services:

a. 0 up to 1 year

a.

a.

a.

a.

a.

a.

a.

a.

a.

a.

a.

a.

b. 1 year up to 2 years

b.

b.

b.

b.

b.

b.

b.

b.

b.

b.

b.

b.

c. 2 years up to 3 years

c.

c.

c.

c.

c.

c.

c.

c.

c.

c.

c.

c.

d. 3 years up to 4 years

d.

d.

d.

d.

d.

d.

d,

d.

d.

d.

d.

d.

e. 4 years up to 5 years

e.

e.

e.

e.

e.

e.

e.

e.

e.

e.

e.

e.

f.  5 years up to 6 years

f.

f.

f.

f.

f.

f.

f.

f.

f.

f.

f.

f.

g. 6 years up to 13 years

g.

g.

g.

g.

g.

g.

g.

g.

g.

g.

g.

g.

h. 0 up to 13 years(sum of rows 3a thru 3g)

h.

h.

h.

h.

h.

h.

h.

h.

h.

h.

h.

h.

i. 13 - and older

i.

i.

i.

i.

i.

i.

i.

i.

i.

i.

i.

i.

4. Number of children receiving child care services because:

a. Parent is (or parents are) working

a.

b. Parent is (or parents are) in training or education program

b.

c. Child is receiving or in need of protective services

c.

5. Average number of hours of child care service provided  

    per week

per child per month

6. Average monthly amount paid for child care service per child

a. Average monthly CCDF subsidy

a.

b. Average monthly parent copayment

b.

7. Number of children receiving child care services from families

    with income:

a. at or below the poverty threhold for families of the same size

a.

]

b. above the poverty threshold but at or below 150 percent of the 

poverty threshold for families of the same size

b.

c. above 150 percent of the poverty threshold but at or below 200 

percent of the poverty threshold for families of the same size

c.

d. above 200 percent of the poverty threshold for families of the 

same size

d.

Comments:

Public reporting burden for this collection is estimated to average 35 hours per response, including the time for reviewing instructions, gathering and maintaining the data needed, and reviewing the collection of information. 

An agency may not conduct or sponsor, and a person is not required to respond to, a collection of information unless it displays a currently valid OMB control number.
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CHILD CARE AND DEVELOPMENT FUND ANNUAL REPORT

OMB Approval Number: 0980-0241

ON SERVICES PROVIDED FROM OCTOBER 1, 2001 THROUGH SEPTEMBER 30, 2002

Expires: 11/30/04

COMPLETE NAME OF TRIBAL LEAD AGENCY:

CATEGORY/TYPE OF CHILD CARE

 

CARE PROVIDED BY CARE PROVIDED BY CCDF PROVIDER--

ADDRESS:

A CCDF PROVIDER--NO LICENSE CATEGORY AVAILABLE LICENSED OR REGULATED

IN A IN A

CHILD'S HOME BY A FAMILY HOME BY A GROUP HOME BY A

CONTACT PERSON/PHONE/E-MAIL: (A) (B) (C) (D) (E) (F) (G) (H) (I) (J) (K) (L)

TOTAL

Relative Non-Relative Relative

Non-

Relative Relative

Non-

Relative Center

Child's 

Home

Family 

Home Group Home Center

1. Number of families receiving child care services

2 a.  Average number of children served per month 

2 b.  Total number of children receiving child care services

3. Age breakdown of children receiving child care services:

a. 0 up to 1 year a. a. a. a. a. a. a. a. a. a. a. a.

b. 1 year up to 2 years b. b. b. b. b. b. b. b. b. b. b. b.

c. 2 years up to 3 years c. c. c. c. c. c. c. c. c. c. c. c.

d. 3 years up to 4 years d. d. d. d. d. d. d, d. d. d. d. d.

e. 4 years up to 5 years e. e. e. e. e. e. e. e. e. e. e. e.

f.  5 years up to 6 years f. f. f. f. f. f. f. f. f. f. f. f.

g. 6 years up to 13 years g. g. g. g. g. g. g. g. g. g. g. g.

h. 0 up to 13 years(sum of rows 3a thru 3g) h. h. h. h. h. h. h. h. h. h. h. h.

i. 13 - and older i. i. i. i. i. i. i. i. i. i. i. i.

4. Number of children receiving child care services because:

a. Parent is (or parents are) working a.

b. Parent is (or parents are) in training or education program b.

c. Child is receiving or in need of protective services c.

5. Average number of hours of child care service provided  

    per week per child per month

6. Average monthly amount paid for child care service per child

a. Average monthly CCDF subsidy a.

b. Average monthly parent copayment b.

7. Number of children receiving child care services from families

    with income:

a. at or below the poverty threhold for families of the same size

a. ]

b. above the poverty threshold but at or below 150 percent of the 

poverty threshold for families of the same size

b.

c. above 150 percent of the poverty threshold but at or below 200 

percent of the poverty threshold for families of the same size

c.

d. above 200 percent of the poverty threshold for families of the 

same size

d.

Comments:

Public reporting burden for this collection is estimated to average 35 hours per response, including the time for reviewing instructions, gathering and maintaining the data needed, and reviewing the collection of information. 

An agency may not conduct or sponsor, and a person is not required to respond to, a collection of information unless it displays a currently valid OMB control number.



III.1.4  Tip # 4:  Be careful about HOW MANY times a child can be counted:

Duplicated versus Unduplicated Counts.

The general rule is that children or families should be counted only once in the total fields in Column (A) (highlighted in stripes).  When counts are required by the type of care in Columns (B) through (L) (highlighted in solid), however, the child should be counted in each of the types of care where services were provided.  Read the rules for each data element carefully to find out when children can be counted only once, and when it is expected that the same child may appear in more than one field. 
Figure 3:  Duplicated vs. Unduplicated Counts


III.1.5  Tip # 5:  Some fields are supposed to add up.  Check to see if they do.

Consistency among the data elements is important. It is a good indication that an error has occurred either during data collection or in tabulating the data for the report when numbers that should logically be the same are not.  There are quite a few ways to assess whether one data element is consistent with others.  Detailed information on the checks that ACF performs on each data element follows in Section III.5 (Data Elements) under the heading “Numbers That Must Add Up.”

Here we will illustrate four of the most important checks:

1. Consistency check between the “Total Number of Children Receiving Child Care Services” and the sum of the last two “Age Breakdown of Children” rows

2. Consistency check between the “Total Number of Children 0 Years to 13 Years” row and the sum of the “0-13 Age Breakdown of Children” rows

3. Consistency check between the “Total Number of Children Receiving Child Care Services” row and the three “Reason Child Care Services Are Needed” rows.

4. Consistency check between the “Total Number of Children Receiving Child Care Services” row and the sum of the four “Poverty Threshold” rows.
For each of these checks, we have first illustrated the logic of the check by showing the data elements in the form of an equation.  Then we have highlighted the areas in the ACF-700 form relevant to the check, with solid shade for those fields that you will need to add together before you can do the consistency check.  Striped shading indicates that the field is a sum or total already and can be used for comparison.  


If you have Internet access, however, an easy way to accomplish this task is to enter your data on the Child Care Bureau’s ACF-700 reporting page, and let the automated data entry form do the checking for you.   If you have made an error, the fields that are inconsistent will be highlighted in red.  For information on how to submit data for the ACF-700 over the Internet, see Section V.

III.1.5.1 Consistency check between the “Total Number of Children Receiving Child Care Services” and the sum of the last two “Age Breakdown of Children” rows.  Do this check for each of Columns (A) through (L).


All children receiving services are either below age 13 (category 3h) or at or above age 13 (3i).  Therefore the sum of categories 3h and 3i must equal the total number of children served.  

Figure 4:  Consistency check between the “Total Number of Children Receiving Child Care Services” and the sum of the last two “Age Breakdown of Children” rows  




III.1.5.2 Consistency check between the “Total Number of Children 0 Years to 13 Years” row and the sum of the “0-13 Age Breakdown of Children” rows.  Do this check for each of Columns (A) through (L).


All children receiving services fit into one and only one age category.  Note that the categories are intended to be non-overlapping.  The first category of 0 to 1 years does not include exactly 1-year old children.  An exactly 1-year old child should be counted in the category 3b (1-year to 2-years).  Likewise a child that is exactly 13-years old should not be counted in either category 3g or 3h (but in category 3i below).

Figure 5:  Consistency check between the “Total Number of Children 0 Years to 13 Years” row and the sum of the “0-13 Age Breakdown of Children” rows



III.1.5.3 Consistency check between the “Total Number of Children Receiving Child Care Services” row and the three “Reason Child Care Services Are Needed” rows.  Do this check for Column (A).

All children should be receiving services for one of the above three reasons.  Note that the counts are children and not families.  If a family has four children, three of whom are receiving services because the parent is working, these three children should be among the count in Element 4a.  The child not receiving subsidized services should not be counted anywhere in the ACF-700 form.
Figure 6:  Consistency check between the “Total Number of Children Receiving Child Care Services” row and the three “Reason Child Care Services Are Needed” rows


III.1.5.4 Consistency check between the “Total Number of Children Receiving Child Care Services” row and the sum of the four “Poverty Threshold” rows.  Do this check for Column (A) only.

The families of all children fall into one of the above four income categories.  Note that the counts are children and not families.  For example consider a single parent family of 5-members in Arizona with four children, three of whom are receiving services because the parent is working with a family income of $25,000.  Using the HHS poverty guidelines for 2002 as shown on web site http://aspe.hhs.gov/poverty/, the 100% poverty level for a family of 5 is $21,180, therefore an income of $25,000 for this family is 118% of the poverty guideline (100% x $25,000/$21,180).  Since 118% is “above the poverty guideline (100%) but below the 150% of the guideline, these three children receiving services should be among the count in element 7b.  Note that the 4th child that is not receiving services (or any other family member) is counted only in determining the appropriate poverty guideline income level that represents 100% but is not included among the counts in any part of the ACF-700 form.  

If this same family were located in Alaska, where the 100% poverty guideline is $26,480 for a family of 5, then the $25,000 income would be approximately 94.4% (100% x $25,000/$$26,480) which places the family below the poverty guideline and then the three children receiving services should be among the children counted in Element 7a.
Figure 7:  Consistency check between the “Total Number of Children Receiving Child Care Services” row and the sum of the four “Poverty Threshold” rows

 


III.2  ACF-700 Data Elements at a Glance
	1.  Number of Families Receiving Child Care Services
· Column (A) — Total

2a.  Average Number of Children Served per Month
· Column (A) — Total

2b.  Total Number of Children Receiving Child Care Services
· Column (A) — Total

· Columns (B - L) — By Category/Type of Child Care

3a-i.  Age Breakdown of Children Receiving Child Care Services
· Column (A) — Total

· Columns (B) through (L) — By Category/Type of Child Care

4.  Number of Children Receiving Child Care Services Because:

· Parent(s) working
· Column (A) — Total

· Parent(s) in training or education program
· Column (A) — Total

· Child is receiving or is in need of protective services
· Column (A) — Total

5. Average Number of Hours Child Care Service is Provided Per Child Per Month
· Column (A) — Total Number of Hours of Child Care Service Provided Per Child
· Columns (B - L) — Total Number of Hours of Child Care Service Provided Per Child Per Month by Provider Type
6a-b. Average Monthly Amount Paid for Child Care Service Per Child
(6a) Average Monthly CCDF Subsidy

· Column (A) — Total 

· Columns (B - L) — By Provider Type

(6b) Average Monthly parent co-payment

· Column (A) — Total 

· Columns (B - L) — By Provider Type

7a-d.  Number of Children Receiving Child Care Services from Families with Income:

(7a) Column (A)   ... at or below the poverty threshold for families of the same size.

(7b) Column (A)   ... above the poverty threshold but at or below 150 percent of the poverty threshold for families of the same size.

(7c) Column (A)   ... above 150 percent of the poverty threshold for families with the same size.

       (7d) Column (A)   ... above 200 percent of the poverty threshold for families of the same size.






III.3  Tribal Lead Agency Data Elements

	Tribal Lead Agency Data Elements

	Name of Tribal Lead Agency

Definition: Name of the Tribal Lead Agency for the Child Care and Development Fund

Allowable Values:  Text

	Tribal Lead Agency Address

Definition:  Mailing address of the Tribal Lead Agency for the Child Care and Development Fund
Allowable Values:  Text, Numbers

	Tribal Lead Agency City

Definition:  City of the mailing address of the Tribal Lead Agency for the Child Care and Development Fund
Allowable Values: Text

	Tribal Lead Agency State

Definition: Two-letter postal State abbreviation of the mailing address of the Tribal Lead Agency for the Child Care and Development Fund
Allowable Values: Valid postal State abbreviations
Guidance:  Click below for a list of all valid State and Territorial postal State codes http://www.usps.com/ncsc/lookups/usps_abbreviations.html

	Tribal Lead Agency Zip Code

Allowable Values:  Accepts all valid zip codes
                                 5 digits required
                                 4 digit extension option (do not include hyphen)

Guidance:  You can search for valid zip codes at: http://www.usps.com/zip4/citytown_zip.htm



Notes:  

(1) Allowable values are the types of things you can put in a given data element.  

(2) If you are viewing this on your computer, you can click on links (blue underlined text) in this document to go to web sites or to other locations within the document. (To go to web sites, you must be on a network connection or have already dialed into your internet service provider.) To get back to your original position in the document, click the “back arrow” on Word’s Web toolbar.  (If you don’t see the Web toolbar among your Word toolbars, you can display it by doing View/Toolbars/Web.)

III.4  Contact-Person Data Elements

	Contact Person Information

	Contact Person Name


· Definition:  Full name of individual whom the Child Care Bureau should contact in regard to this report
· Allowable Values: Text

	Contact Telephone Number
· Definition: Area code and telephone number for the contact person
· Allowable Values: Numbers
· Guidance: Include area code

	Contact E-mail
· Definition:  Electronic mail address for the contact person
· Allowable Values: Text


III.5  Data Elements
Each year, the ACF 700 collects data on all children and families receiving direct CCDF-funded child care services during the period October 1 through September 30 (i.e., the federal fiscal year).  The data reflects services provided during the year, regardless of whether the services were paid for with funds from that year or a previous year, and regardless of whether the funds used were Tribal Mandatory Funds or Discretionary Funds (including funds earmarked for resource and referral and school-age care). 

The data elements on the following pages provide explanations and guidance to assist you in completing your ACF 700 form.

	Element 1, Column (A)

 Number Of Families Receiving Child Care Services

	Definition: Unduplicated count of families who receive CCDF subsidized child care during the federal fiscal year.  Child care services include slots purchased through contracts/grants, services purchased through certificates/vouchers, or services provided in a tribally-operated facility.

	Allowable Values: Numbers 1 to 999999
0 when none were served
- (dash) when data applies but is not available
See Tip 1, Tip 2, Tip 3, Tip 4

	Numbers That Must Add Up: This element must be less than or equal to the Total Number of Children Receiving Care, Element 2a, Column (A). 

	Guidance:  Count each family assisted once, regardless of the number of days care was provided, and even if the family has exited and re-entered the program.  

Example 1: A family leaves the program in March but is reinstated in August. The family is counted one time in Element 1.

Report the number of children or families provided services during the reporting period October 1 – September 30 regardless of: 

· when the payment for the service was made, or 
· which fiscal year's funds paid for the service. 

Example 2: A child received care in August only. The Tribal Lead Agency paid
for that care in October. Count the family because the service was received during the report period. Similarly, count the child on lines 2,3,4 and 7.

When data are applicable but not available, provide a footnote in the comment section explaining when the missing data will be submitted.


	Element 2a, Column (A)

 Average Number Of Children Served Per Month

	Definition: The average number of the children served each month.

	Allowable Values: Numbers 1 to 999999
0 when none served
- (dash) when data applies but is not available
See Tip 1, Tip 3, Tip 4

	Numbers That Must Add Up:  This element must be less than or equal to the Total Number of Children Receiving Care, Element 2b, Column (A).

	Guidance:  How to Calculate Monthly Average:

Add the number of children served each month and divide by the number of months of service provided by the Tribal child care program (such as full year, 12 months).

Note: This is a monthly average, not a yearly average.

When data are applicable but not available, provide a footnote in the comment section explaining when the missing data will be submitted.


	Element 2b, Column (A)

 Total Number of Children Receiving Child Care Services

	Definition: The number of children receiving child care services for the whole year.

	Allowable Values: Numbers 1 to 999999
0 when none served
- (dash) when data applies but is not available
See Tip 1, Tip 3, Tip 4, Tip 5

	Numbers That Must Add Up:  

Check 1: Add the number of children 0 years old up to 13 years old in Element 3h, Column (A), and the number of children 13 years old and older in Element 3i, Column (A).  This answer should be the same as the number you have in Element 2b, Column (A).  If the numbers are not the same, then you have made an error.

Check 2: Add rows a, b, and c in Element 4, Column (A).  Your answer should equal the number in Element 2b, Column (A).  If the numbers are not equal, you have made an error.

Check 3: Add rows a, b, c, and d in Element 7, Column (A). Compare your answer to the number in Element 2b, Column (A).  They should all be the same.  If they are not the same, you have made an error.

Continued on next page

	Continued from previous page

Guidance:  Count each child assisted once, regardless of the number of days care was provided, and even if the child has exited and re-entered the program.  

Example 1: A child leaves the program in March, but is reinstated in August. The child is counted one time in Element 2b, Column (A).

To determine what services to count, child care services are defined as slots purchased through contracts/grants, services purchased through certificates/vouchers, or services provided in a tribally operated facility funded under CCDF. 

Example 2: A Tribal Lead Agency provides child care vouchers/certificates to 100 families to receive child care services at a program of their choice. Enter 100 families on line 1. The total unduplicated number of children should be reported in Element 2b, Column (A).  Enter the number of children receiving child care through a voucher/certificate in each type of setting on line 2b.

Example 3: A Tribal Lead Agency contracts with a center for 100 full-time
slots for the federal fiscal year. Count 100 children in the total reported on line 2. 

Do not count children or families who only generally benefited from services: 

· a grant or contract to establish, expand, or conduct before- and after- school care and early childhood development programs, (i.e., not specific slots); or 
· an expansion of quality activities funded under the CCDF.

Example 4: A Tribal Lead Agency contracts with a resource and referral agency to provide professional staff development training at a center with 78 children. The Tribal Lead Agency does not contract for slots with the center and no children there receive CCDF certificates. Do not count the children because they did not receive direct child care services from the CCDF funds expended.

When data are applicable but not available, provide a footnote in the comment section explaining when the missing data will be submitted.


	Element 2b, Columns (B-L) 

 Total Number Of Children Receiving Child Care Services – By Category/Type Of Child Care

	Definition:  Total number of children for the year receiving child care services by provider type.

	Allowable Values: Numbers 1 to 999999
0 when none served
- (dash) when data applies but is not available
See Tip 1, Tip 3, Tip 4, Tip 5

	Numbers That Must Add Up: 

Check 1: For each type of care, add the number of children in each age bracket for Elements 3a to 3g.  The answer you get should equal the number in Element 3h for that column. If they are not equal, an error exists. 
Check 2: For each type of care, add the number of children 0 years old up to 13 years old in Element 3h and the number of children 13 years old and older in Element 3i.  Compare your answer to the number in Element 2b for that column.  They should all be the same.  If they are not the same, you have made an error.  

Continued on next page
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Guidance:  A child may be counted in more than one provider column (Columns B-L) if the child receives care from more than one provider type for different portions of the typical day, week, or month. 
Example 1:  A child attends a family child care home before school hours and a child care center after school hours.  The child would be counted under provider types of both family and center based child care.

When a child changes the category of provider during the report period, report the category as of the end of the report period (or date of exit from the program).

Example 2: A child receives care in a family day care home from September to March, uses an in-home provider during April and a center from May through October. Count (or include) the child only in Column (H) of lines 2, 3, 5 and 6.

Provider types are broken up into two broad categories of licensed/regulated and legally operating (no license category available).  Under each of these categories are four types of providers: in-home, family home, group home, and centers.

Licensed or regulated provider = Provider legally regulated or licensed by Tribe or State

(designated licensing agent). 

 No License Category Available (legally operating provider) = For reporting purposes, a legally operating, unregulated provider is one which, if not participating in the CCDF program, would not be subject to any state or local child care regulations.  According to section 98.2 of the CCDF regulations, "Licensing or regulatory requirements means requirements necessary for a provider to legally provide child care services in a state or locality, including registration requirements established under state, local or Tribal law...."
Child’s Home = Care provided by a caregiver in the child’s home.

Family Home = Care provided in a family child care home (i.e., care provided by an individual in a private residence other than the child's residence).

Group Home = Care provided in a group child care home (as differentiated from a family child care home by the Tribal Lead Agency).

Center = Care provided in a center-based setting, including programs in schools.

Relative = A provider who is a grandparent, great-grandparent, aunt or uncle, or sibling living outside the child’s home.

When data are applicable but not available, provide a footnote in the comment section explaining when the missing data will be submitted.


	  Element 3(a-i), Column (A) 

 Total Number Of Children, By Age Breakdown, Receiving Child Care Services 

	Definition:  Breakdown by age of children receiving child care services.


	Allowable Values: Numbers 1 to 999999
0 when none served
- (dash) when data applies but is not available
See Tip 1, Tip 3, Tip 4, Tip 5

	Numbers That Must Add Up:

Check 1: Add the total number of children in each age bracket for Elements 3a through 3g in Column (A).  Compare your answer to the number in Element 3h, Column (A).  If they are not the same, you have made an error.

Check 2: Add the total number of children 0 years old up to 13 years old in Element 3h, Column (A) and the number of children 13 years old and older in Element 3i, Column (A).  Your answer should equal the number in Element 2b, Column (A).  If not, then you have made an error. 

	Guidance: Count each child assisted once, regardless of the number of days care was provided, and even if the child has exited and re-entered the program.  

Example 1: A child leaves the program in March, but is reinstated in August. The child is counted one time in Elements 3 a-i, Column (A).

The age of the child is reported as of the end of the report period (or the date of exit from the CCDF program).

Example 2: A 2-year-old child receives services starting in March. On September 15 she turns 3-years-old and continues to receive services through the reporting period. The child should be reported as a 3-year-old on line 3d. 

When data are applicable but not available, provide a footnote in the comment section explaining when the missing data will be submitted.


	Element 3(a-i), Columns (B-L) 

 Age Breakdown Of Children Receiving Child Care Services – By Category/Type Of Child Care

	Definition: Breakdown by age of children receiving child care services by category/type of care.

	Allowable Values: Numbers 1 to 999999
0 when none served
- (dash) when data applies but is not available
NA when data requested does not apply
See Tip 1, Tip 3, Tip 4, Tip 5

	Numbers That Must Add Up:

Check 1: For each type of care, add the number of children in each age bracket for Elements 3a to 3g in each column. Your number should match the number in Element 3h for that column.  An error has occurred if the numbers do not match. 

Check 2: For each type of care, add the number of children 0 years old up to 13 years old in Element 3h and the number of children 13 years old and older in Element 3i for each column.  Compare your answer to the value entered in Element 2b of that column.  If the numbers are not the same, there is an error. 

	Guidance:  A child may be counted in more than one provider column (Columns B-L) if the child receives care from more than one provider type for different portions of the typical day, week, or month.  

Example 1:  A child attends a child care center in the morning and a family child care home in the afternoon.  The child would be counted under both provider types of center-based and family child care. 

Example 2:  If a child only attended a child care center starting in June and switched to only a family child care home starting August 16 and continuing through September 30, then count the child once only in the last category, family child care home. 
Provider types are broken up into the two broad categories of licensed/regulated and legally operating (no license category available in state or locality).  Under each of these categories are four types of providers: in-home, family home, group home, and centers.  

Licensed or regulated provider = Provider legally regulated or licensed by Tribe or State

designated licensing agent. 

No License Category Available (legally operating provider) = For reporting purposes, a legally operating, unregulated provider is one which, if not participating in the CCDF program, would not be subject to any state or local child care regulations.  According to section 98.2 of the CCDF regulations, "Licensing or regulatory requirements means requirements necessary for a provider to legally provide child care services in a state or locality, including registration requirements established under state, local or Tribal law....".

Continued on next page


	Element 3(a-i), Columns (B-L) 

 Age Breakdown Of Children Receiving Child Care Services – By Category/Type of Child Care

	Continued from previous page

Child’s Home = Care provided by a caregiver in the child’s home.

Family Home = Care provided in a family child care home (i.e., care provided by an individual in a private residence other than the child's residence).

Group Home = Care provided in a group child care home (as differentiated from a family child care home by the Tribal Lead Agency).

Center = Care provided in a center-based setting, including programs in schools.

Relative = A provider who is a grandparent, great-grandparent, aunt or uncle, or sibling living outside the child’s home.

When data are applicable but not available, provide a footnote in the comment section explaining when the missing data will be submitted.


	Element 4(a – c), Column (A)

 Number Of Children Receiving Child Care Service – By Reason For Care

	Definition:  The number of children receiving child care service by reason for care.

	Allowable Values: Numbers 1 to 999999
0 when none served
- (dash) when data applies but is not available
NA when data requested does not apply (only for Element 4c, Column (A))
See Tip 1, Tip 2, Tip 3, Tip 4, Tip 5

	Numbers That Must Add Up:

Check 1:  Add all of the rows for Element 4, Column (A).  This answer and the number in Element 2b, Column (A) should be the same.  If they are not the same, there is an error.

	Guidance:  This is a count of children, NOT parents.  Each child may be counted only once.

When a family receives care for more than one reason (e.g., the parent works and is in a training program), count only the activity in which the parent (or child, in the case of protective services) spends the most time and is the primary reason for needing subsidized child care.  Element 4 entries should be unduplicated counts. 

When a child changes the reason for needing care during the report period, report the reason as of the end of the report period (or date of exit from the program).

Example 1: A child received care in October because of her parents' employment. From November through September child care was provided because the child was in protective services. Count the child in line 4c only.

NOTE: Each Tribal Lead Agency defines the terms "working, " "job training and educational program," and "protective services" in Appendix 2 of its Tribal Plan Preprint.

When data are applicable but not available, provide a footnote in the comment section explaining when the missing data will be submitted.


	Element 5, Column (A)

 Average Number Of Hours Of Child Care Service Provided Per Child Per Month 

	Definition:  The average number of hours of child care service provided per child per month.

	Allowable Values: Numbers 1 to 999999
0 when none served
- (dash) when data applies but is not available
See Tip 1, Tip 3, Tip 4

	Numbers That Must Add Up: Not applicable

	Guidance:   Element 5, Column (A) is the average number of hours of child care services provided per child per month regardless of category/type of child care.

One method to calculate the average number of hours of care per child per month:

1) Calculate the total number of hours of care for month X (for example, January)

2) Calculate the total number of children served during month X

3) Divide the total number of hours from step 1 by the total number of children from step 2 to get the average number of hours of care provided per child for month X

4) Do steps 1 – 3 for each month services are provided

5) Add together each of the monthly totals to get a sum

6) Divide the sum from step 5 by the total number of months services are provided during the year to get the average number of hours care provided per child per month  

Some Tribal Lead Agencies do not pay for (or keep records for) the actual number of hours of service per child.  Rather, they reimburse by "full" or "part" days of service (or other increments).  Such Tribal Lead Agencies can still calculate the average number of hours of child care per child per month by multiplying the average number of full and part days by the maximum number of hours of service that these definitions represent. 

For example, if a Tribal Lead Agency defines a part day as 4 hours per day or fewer, the Tribal Lead Agency would multiply the number of part days provided per month by four.  Full days can be similarly converted. 

When data are applicable but not available, provide a footnote in the comment section explaining when the missing data will be submitted. Tribal Lead Agencies should also describe in a footnote how they calculated the average number of hours.


	Element 5, Columns (B– L)

 Average Number Of Hours Of Child Care Service Provided Per Child Per Month – By Category/Type Of Child Care

	Definition:  The average number of hours of child care service provided per child per month – by category/type of child care.

	Allowable Values: Numbers 1 to 999999
0 when none served
- (dash) when data applies but is not available
NA when data requested does not apply 
See Tip 1, Tip 3, Tip 4

	Numbers That Must Add Up: Not applicable

	Guidance:  Element 5, Columns (B-L) asks for the average number of hours of care per child per month by category/type of childcare.

One method to calculate the average number of hours of care per child per month by category/type of child care:

1) Calculate the total number of hours of care for month X (for example, January) for each category/type of child care

2) Calculate the total number of children served during month X

3) Divide the total number of hours for each category/type of child care from step 1 by the total number of children from step 2 to get the average number of hours of care provided per child for each category/type of child care for month X

4) Do steps 1 –3 for each month services are provided

5) Add together each of the monthly totals to get a sum for each category/type of child care 

6) Divide each category/type of child care sum (from step 5) by the total number of months services are provided during the year to get the average number of hours care provided per child per month for each category/type of child care 

Some Tribal Lead Agencies do not pay for (or keep records by) the actual number of hours of service per child.  Rather, they reimburse by "full" or "part" days of service (or other increments).  Such Tribal Lead Agencies can still calculate the average number of hours of child care per child per month by multiplying the average number of "full" and "part" days by the maximum number of hours of service that these definitions represent. 

For example, if a Tribal Lead Agency that defines "part day” as 4 hours per day or fewer, the Tribal Lead Agency would multiply the number of "part days” provided per month by four.  "Full days" can be similarly converted.

When data are applicable but not available, provide a footnote in the comment section explaining when the missing data will be submitted. Tribal Lead Agencies should also describe in a footnote how they calculated the average number of hours.


	Element 6a, Column (A)

 Average Monthly Amount Paid Per Child 

	Definition:  The average monthly amount paid by CCDF subsidy.

	Allowable Values: Numbers 1 to 999999
0 when none served
- (dash) when data applies but is not available
See Tip 1, Tip 3, Tip 4

	Numbers That Must Add Up: Not applicable

	Guidance:   Element 6a, Column (A) is the average monthly amount paid for CCDF subsidy for child care services provided per child, regardless of category/type of child care.

Tribal Lead Agencies should use the same method for calculating the average monthly amount paid for CCDF subsidy in Element 6a as used to calculate the average number of hours of care for Element 5.

One method to calculate the average monthly amount paid for child care services per month:

1) Calculate the total amount of CCDF subsidy paid for child care services for month X (for example, January)

2) Calculate the total number of children served during month X

3) Divide the total amount from step 1 by the total number of children from step 2 to get the average amount of CCDF subsidy paid for child care services for month X

4) Do steps 1 – 3 for each month services are provided

5) Add together each of the monthly totals to get the CCDF subsidy sum 

6) Divide the sum from step 5 by the total number of months services are provided during the year to get the average amount paid for child care services per month

Some Tribal Lead Agencies do not pay for (or keep records by) the month.  Rather, they reimburse by "full" or "part" days of care (or other increments).  Such Tribal Lead Agencies can still calculate the average monthly amount paid for child care per child. Multiply the number of full or part time days by 22 to calculate the monthly rate in place of step one above.

When data are applicable but not available, provide a footnote in the comment section explaining when the missing data will be submitted.


	Element 6a, Columns (B-L)

 Average Monthly Amount Paid Per Child By Category/Type Of Child Care

	Definition:  The average monthly amount paid by CCDF subsidy by category/type of care.

	Allowable Values: Numbers 1 to 999999
0 when none served
- (dash) when data applies but is not available
NA when data requested does not apply
See Tip 1, Tip 3, Tip 4

	Numbers That Must Add Up: None

	Guidance:   Tribal Lead Agencies should use the same method for calculating the average monthly amount paid for CCDF subsidy in Element 6a as used to calculate the average number of hours of care for Element 5.

One method to calculate the average monthly amount paid for child care services per month for each category/type of child care:

1) Calculate the total amount of CCDF subsidy paid for child care services for month X (for example, January)

2) Calculate the total number of children served during month X

3) Divide the total amount from step 1 by the total number of children from step 2 to get the average amount of CCDF subsidy paid for child care services for month X

4) Do steps 1 – 3 for each month services are provided

5) Add together each of the monthly totals to get parent co-pay sum 

6) Divide each of the sums from step 5 by the total number of months services are provided during the year to get the average amount paid for child care services per month 

Some Tribal Lead Agencies do not pay for (or keep records by) the month.  Rather, they reimburse by "full" or "part" days of care (or other increments).  Such Tribal Lead Agencies can still calculate the average monthly amount paid for child care per child. Multiply the number of full or part time days by 22 to calculate the monthly rate in place of step one above.

When data are applicable but not available, provide a footnote in the comment section explaining when the missing data will be submitted.


	Element 6b, Column (A)

 Average Monthly Parent Co-Payment Per Child 

	Definition:  The average monthly parent co-payment per child.

	Allowable Values: Numbers 1 to 999999
0 when none served
- (dash) when data applies but is not available
See Tip 1, Tip 2, Tip 3, Tip 4

	Numbers That Must Add Up: None

	Guidance:   This element is the average monthly parent co-payment for child care services provided per child, regardless of category/type of child care.

Tribal Lead Agencies should use the same method for calculating the average monthly parent co‑payment on Element 6b as used to calculate the average number of hours of care for Element 5.

One method to calculate the average monthly amount paid for child care services per month for each category/type of child care:

1) Calculate the total amount of CCDF subsidy paid for child care services for month X (for example, January)

2) Calculate the total number of children served during month X

3) Divide the total amount from step 1 by the total number of children from step 2 to get the average amount of CCDF subsidy paid for child care services for month X

4) Do steps 1 – 3 for each month services are provided

5) Add together each of the monthly totals to get parent co-pay sum 

6) Divide each of the sums from step 5 by the total number of months services are provided during the year to get the average amount paid for child care services per month 

Some Tribal Lead Agencies do not pay for (or keep records by) the month.  Rather, they reimburse by "full" or "part" days of care (or other increments).  Such Tribal Lead Agencies can still calculate the average monthly amount paid for child care per child. Multiply the number of full or part time days by 22 to calculate the monthly rate in place of step one above.

When data are applicable but not available, provide a footnote in the comment section explaining when the missing data will be submitted.


	Element 6b, Columns (B-L)

 Average Monthly Parent Co-Payment Per Child By Category/Type Of Child Care

	Definition:  The average monthly parent co-payment per child by category/type of care.

	Allowable Values: Numbers 1 to 999999
0 when none served
- (dash) when data applies but is not available
NA when data requested does not apply
See Tip 1, Tip 2, Tip 3, Tip 4

	Numbers That Must Add Up: None

	Guidance:   Tribal Lead Agencies should use the same method for calculating the average monthly parent co-payment in Element 6b as used to calculate the average number of hours of care for Element 5.

One method to calculate the average monthly amount paid for child care services per month for each category/type of child care:

1) Calculate the total amount (CCDF subsidy or parent co-pay) paid for child care service for month X (for example, January) 

2) Calculate the total number of children served during month X

3) Divide the total amount of child care from step 1 by the total number of children from step 2 to get the average amount (CCDF subsidy or parent co-pay) paid for child care services for month X

4) Do steps 1 – 3 for each month services are provided

5) Add together each of the monthly totals to get CCDF subsidy sum or parent co-pay sum 

6) Divide each of child care sums from step 5 by the total number of months services are provided during the year to get the average amount paid for child care services per month 

Some Tribal Lead Agencies do not pay for (or keep records by) the month.  Rather, they reimburse by "full" or "part" days of care (or other increments).  Such Tribal Lead Agencies can still calculate the average monthly amount paid for child care per child. Multiply the number of full or part time days by 22 to calculate the monthly rate in place of step one above.

When data are applicable but not available, provide a footnote in the comment section explaining when the missing data will be submitted.


	Element 7(a-d), Column (A)

 Number Of Children Receiving Child Care Services From Families By Income Level / % Of Poverty Threshold 

	Definition:  This element separates income into four categories: 

a. at or below the poverty threshold for families of the same size

b. above the poverty threshold but at or below 150 percent of the poverty threshold for families of the same size
c. above 150 percent of the poverty threshold but at or below 200 percent of the poverty threshold for families of the same size
d.   above 200 percent of the poverty threshold for families of the same size

	Allowable Values: Numbers 1 to 999999
0 when none served
- (dash) when data applies but is not available
NA when data requested does not apply
See Tip 1, Tip 2, Tip 3, Tip 4, Tip 5

	Numbers That Must Add Up: 

Section total (the sum of rows a, b, c and d for element 7) must equal Element 2b, Column (A).

	Guidance:  This is a count of children, NOT parents. Each child may be counted only once.

Element 7 asks for the number of children served from families at specific poverty thresholds. The current Health and Human Services (HHS) poverty guidelines, as published in the US Department of Health and Human Services Poverty Guidelines, Research, and Measurement site http://aspe.hhs.gov/poverty should be used in completing Element 7. 

When data are applicable but not available, provide a footnote in the comment section explaining when the missing data will be submitted.


IV.  SUPPLEMENTAL NARRATIVE REPORT
The content of the Supplemental Narrative Report contains descriptions of the results of specific CCDF-funded activities as well as other information.  The information in the Supplemental Narrative is NOT limited to CCDF programs, services and activities. It should include all child care available on the Tribal Lead Agency’s reservation or Tribal service area.

In addition to the data collected in Form ACF-700, the regulations require Tribal Lead Agencies to report other information. This information will be included in the HHS Secretary's report to Congress, as appropriate, and will be shared with other Tribal Lead Agencies to inform them of CCDF-funded activities in other Tribal programs.  There is no required format for the supplemental narrative report.  Tribal Lead Agencies are encouraged to include any related materials to accompany the narrative, including brochures, pamphlets or news articles.  

There are two parts to the Supplemental Narrative Report:

· Descriptions of the results of specific CCDF-funded activities 

· Other information based on available data.
In the Supplemental Narrative Report, all Tribal Lead Agencies should describe:

· Any reductions in the level of child care standards and the rationale for this reduction (if applicable)

· The extent to which the affordability and availability of child care services has increased 
· Efforts to improve the quality of child care  

To the extent that the Tribal Lead Agency has reasonably available data, the following should also be included in the Supplemental Narrative Report:

· The type and number of child care programs, child care providers, caregivers, and support personnel located in the area served by the Tribal Lead Agency. 

· Information on salaries and other compensation paid to full- and part-time staff who provide child care services. 

· A description of unmet child care needs. For example, a Tribe might cite the number of eligible children on a waiting list as of a specific date.  A Tribal Lead Agency might also cite the unmet need by providing the number of months child care services are not available due to a lack of CCDF funds.  

· A description of collaborative activities which promote comprehensive services, encourage increased quality, business participation, and coordination with State or Tribal agencies responsible for health, education, employment services or workforce development and the State or Tribal Lead Agencies responsible for providing Temporary Assistance to Needy Families (TANF).

NOTE: Information in this section is not limited to CCDF programs, services or activities, but should include all child care available on the Tribal Lead Agency’s reservation or Tribal service area.

SUBMISSION OF SUPPLEMENTAL NARRATIVE REPORT:  See Section V
V.   SUBMISSION INFORMATION

V.1  Timeliness of Submission

Each Tribal Lead Agency must submit the information requested on the ACF-700 Annual Report by December 31 for the preceding Federal fiscal year (FFY), covering the services provided during the period from October 1 through September 30.  ACF Regional Offices are responsible for monitoring compliance with timeliness of submissions.  Tribal Lead Agencies anticipating problems in complying with the reporting requirement should contact the ACF Regional Office.
List of Regional Office addresses and phone numbers: http://www.acf.hhs.gov/programs/ccb/ta/raaddr/raaddr.htm  

Phone Numbers for Regional Offices:

· Region I
 (CT, NH, ME, RI, MA, VT)


617-565-1020


· Region II (NJ, PR, NY, VI)



212-264-2890

· Region III (DE, PA, DC, VA, MD, WV)

No Federally-Recognized Tribes 


· Region IV (AL, MS, FL, NC, GA, SC, KY, TN)
404-562-2900


· Region V (IL, MN, IN, OH, MI, WI)


312-353-4237


· Region VI (AR, OK, LA, TX, NM)

 
214-767-9648


· Region VII (IA, MO, KS, NE)



816-426-3981

· Region VIII (CO, SD, MT, UT, ND, WY)

303-844-1129


· Region IX (AZ, NV, CA, AS, GU, HI)


415-437-8400

· Region X (AK, OR, ID, WA) 



206-615-2547
Web sites for Regional Offices:

· Region I
             http://www.acf.hhs.gov/programs/region1
· Region II
http://www.acf.hhs.gov/programs/region2
· Region III 
 No Federally Recognized Tribes

· Region IV 
 http://www.acf.hhs.gov/programs/sehub
· Region V 
 http://www.acf.hhs.gov/programs/region5
· Region VI 
 http://www.acf.hhs.gov/programs/region6
· Region VII 
 http://www.acf.hhs.gov/programs/region7
· Region VIII
 http://www.acf.hhs.gov/programs/region8
· Region IX
 http://www.acf.hhs.gov/programs/region9
· Region X
 http://www.acf.hhs.gov/programs/region10
V.2  Electronic and Internet Submission

Unless the Tribe does not have Internet access, the Child Care Bureau prefers grantees to submit both parts of the Tribal Annual Report using electronic means.

V.2.1  Electronic Submission of the Supplemental Narrative Report 

You can submit your Supplemental Narrative Report by attaching an electronic Word, WordPerfect or text file to an e-mail to the Child Care Automation Resource Center.  The e‑mail address is  ccarc@childcaredata.org.  The Child Care Automation Resource Center will forward copies of the Supplemental Narrative to the Regional Office and to the CCB Central Office and send you a message confirming that we have done so.  If you do not have e-mail, see Section V.3.

V.2.2  Internet Submission of the ACF-700 Form

ACF-700 Reports should be made through the data entry and submission page linked to the Child Care Bureau web site (http://www.acf.hhs.gov/programs/ccb/report/index.htm) This page contains a password-protected web-based form that checks the data for compliance with data standards at the time of submission.  These built-in edit-checking features make it easier for Tribes to identify and correct errors.  Use of the paperless Internet data entry site streamlines submission processing and improves data quality. 

The submission web page requires a login and password.  Some Tribes have already designated individuals to access the ACF-700 submission site.  The login and password carry over to each new reporting period, so there is no need to register each year to use the submission site.  
To register new staff or otherwise modify registration information, submit the ACF-700 Internet Registration form below by mail or fax to:

Child Care Automation Resource Center

2600 Tower Oaks Blvd., Suite 600

Rockville, MD 20852

Fax:  301-692-0700

The Child Care Automation Resource Center (CCARC) will contact the staff identified on the form to provide further instructions and guidance.  To obtain information about forgotten login and passwords, contact the Child Care Automation Resource Center at 1-877-249-9117.

V.2.3  Internet Submission Registration Form

	[image: image4.png]



	CHILD CARE AND DEVELOPMENT FUND
Tribal Annual Report (ACF-700) Internet Submission
To ensure appropriate authorization for submitting information via the Internet, please provide the following information


	Name:
 

	Title:
 

	Agency:
 

	Mailing address:

 

 

	Phone:
 

	Fax:
 

	E-mail:
 


Please complete this form for each authorized individual. 
Then fax or mail to:

Child Care Automation Resource Center

2600 Tower Oaks Blvd., Suite 600

Rockville, MD 20852

Fax: 301-692-0700 

A Child Care Automation Resource Center liaison will contact you to provide
additional information and instructions about submitting the ACF-700. 
They can be reached at 1-877-249-9117 or via email at CCARC@childcaredata.org.

V.3  Mailed Submissions

If your Tribe does not have access to the Internet or e-mail, you may submit your Annual Report on paper through the mail.  Mail a paper copy of both the ACF-700 Form and the Supplemental Narrative report to your ACF Regional Office and the Child Care Bureau central office.  

Faxes are acceptable if followed by the paper copy through the mail. The original of the faxed submission should be mailed to the Tribe’s ACF Regional Office and a copy should be sent to the Child Care Bureau at the address below.

U.S. Department of Health and Human Services

Administration on Children, Youth and Families

Child Care Bureau, Attn: Ginny Gorman

Switzer Building, Room 2046

330 C Street, SW

Washington, DC 20447

Fax:  202-690-5600

Attn: Ginny Gorman

This reporting guide is a technical assistance product of the Child Care Bureau, Administration on Children, Youth and Families, US Department of Health and Human Services.  The guide is for distribution according to department policy.  It was originally produced by the Anteon Corporation under Contract GS-35-4357D, and revised under Contact GS-35F-4357D/03Y00386201D





1. Leave no blanks





2. Be careful about WHO you count:





Child Counts versus Family Counts





3. Watch out for HOW the data are to be reported:





Counts or Monthly Averages





4. Be careful about HOW MANY times a child can be counted: 





Duplicated versus Unduplicated Counts





5. Some fields are supposed to add up. Check to see if they do.  





If you have access to the Internet, let the automated data entry form do the checking for you.





Fields to add together 





Fields containing totals needed for comparison





+





=





Element 2b, 


Total Number of Children Receiving Child Care Services








Element 3h,


Children 0 years up to 13 years 





Element 3i, 


Children 13 years and older 





=





�Element 3h, Children �0 years up to �13 years 








Number of Children Receiving Child Care by Age





Element 3a, Number of Children Age 0 Yrs to 1 Yr    


Element 3b, Number of Children Age 1 Yr to 2 Yrs 


Element 3c, Number of Children Age 2 Yrs to 3Yrs    


Element 3d, Number of Children Age 3 Yrs to 4 Yrs   


Element 3e, Number of Children Age 4 Yrs to 5 Yrs   


Element 3f, Number of Children Age 5 Yrs to 6 Yrs    


Element 3g, Number of Children Age 6 Yrs to 13 Yrs





++++++





=





Element 2b,


Total Number �of Children Receiving Child Care Services





Number of Children Receiving Child Care Services due to...





Element 4a, Parent(s) Working


                      +


Element 4b, Parent(s) in Training or Education


                      +


Element 4c, Child Receiving or in Need of Protective Services





=





�Elements 2b,


Total Number of Children Receiving Child Care Services 








Number of Children Receiving Child Care Services from Families with Income...





Element 7a, At or Below Poverty Threshold


Element 7b, Above Threshold But at or Below 150%


Element 7c, Between 150% and 200% of Threshold


Element 7d, Above 200% of Poverty Threshold





+++





Name of Tribal Lead Agency�


Mailing Address of Tribal Lead Agency


Address


City


State


Zip Code





Contact Person


Name


Telephone Number


Email Address











2









Child Care Automation Resource Center

iii
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